Company Preferences - Purchasing

Purchasing

Under the Purchasing company preference, you will be able to manage your promised dates,
purchasing from preferred vendors and drop ship Purchase Orders.

Select the appropriate selection for your Purchasing preference:

® Enable multiple promise dates.

® |imit items for purchasing to items that have the current vendor listed as a preferred vendor.
® |nclude unapproved purchase orders in an item's summary.

® After creating a Receiver for a drop ship PO, create a corresponding Ship Doc.

® After setting a Receiver for a drop ship PO to Received Status, create a corresponding Ship Doc.

After creating a Receiver for a linked PO, create the corresponding Ship Doc OR allocate to the
® corresponding Work Order or Repair Order.

e After creating a Receiver for a linked PO, allocate to the corresponding Sales Order, Work
Order or Repair Order.

® When creating a linked PO from a Sales Order, copy the Items description

e By default use the vendor's primary contact for new purchase orders

e Copy vendor notes to memo

® Default Location . The default location for all purchase orders.

OrderTime Search Q © Mike Al OrdersDemo  Logox @

Admin » Company Preferences
Create New

Ce Prefe
Open Full List « Company Preferences

Section Purchasing
Recent Records
General
Enable multiple promise dates
B 01-120280% P
civities () Umit items for vendor listed as a p

2 01-120280X
Doc#s

=2
2 1001732 tems [0 After creating a Receiver for a drop ship PO, create a corresponding Ship Do.

X8 Inventory ) After setting a Recelver for a drop ship PO to Recelved Status, create a corresponding Ship Doc.

9 HQ Sales

ERIE] Spoing

x5 After creating a Receiver for alinked PO, allocate to the corresponding Sales Order, Work Order or Repair Order.
Payments

[0 After creating a Receiver for a linked PO, ip Doc OR i or Repair Order.

=112
Purchasing When creating linked PO from a Sales Order, copy the Items description

o primary.

[0 Copy vendor notes to memo

Recelvin

Production
Lot/ Sertal®s Change status to Sent after sending an email
Repair Orders Default Location
Rentals
Mobile

Mail and Calendar Integration

Click Save when done.



Adding Multiple Promise Dates

e After the PO has been created, initiate the initial promise date on the PO creation page.
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® To add extra promise dates, navigate to the line item editing page.

e (lick the "Edit Line Item" button.
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® Move to the Promise Dates tab.

e (lick "Add" to insert additional promise dates.
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Assign the amounts to the respective dates if need be thought clicking the editing button to the of
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e Confirm the changes, and you should be all set.
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